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The APPLICATION INTAKE form

This is the application intake form. Custom Fields and Custom Lists sections are 
unique to each record-type. 



The APPLICATION INTAKE form

Shown below are examples of a Custom Fields and Custom 

Lists sections of an APPLICATION INTAKE FORM.



Adding Fields to Custom Lists

1. Begin at Custom Lists section of the APPLICATION 

INTAKE form.

2. Click the box to the left of the field you want to expand.



Adding Fields to Custom Lists

3. Click Add.

4. Text box is added. Type information. as needed.



Deleting added fields in the Custom Lists section



Deleting An Added Field

1. Begin at the Custom Lists section of the APPLICATION INTAKE 

form. Click the box to the left of the field you want to delete.

2. Click Delete.



Uploading documentation

 Documentation may be deleted only before the 

APPLICATION INTAKE FORM is submitted. After the 

form is submitted, documentation becomes part of 

the historical referencing of the record and is never 

to be deleted.



Uploading documents

The Documents section of the APPLICATION INTAKE FORM is used for uploading documents. All 

documents must be scanned and uploaded. Note that this section is required for some applications. 

One or multiple documents may be uploaded at the same time.



Uploading documents

To add (upload) a document to the APPLICATION INTAKE FORM

1. In the Documents section of the APPLICATION INTAKE form, click the 

Add button.



Uploading documents

2. The Windows Explorer window displays. Locate and click to select 

the file(s) to upload.

3. Click Open.



Uploading documents

4. File is uploaded. Select Group/Category type from the drop-down 

menu options.  

5. Type brief description of document in Description text box 

(optional). Repeat steps for all documentation uploaded.



Deleting Uploaded Documents

1. Click the box to the left of the document.

2. Click Delete. * Documents may be deleted only before the 

APPLICATION INTAKE FORM is submitted. After the form is 

submitted, documents become part of the record’s historical 

referencing and are never to be deleted.



Custom Lists, Custom Fields 

Uploading Documents

Congratulations!

This concludes Module Five

It is time to test your recall……



TEST YOUR RECALL

1. The APPLICATION INTAKE FORM has a Custom Lists and a Custom Fields 

section. ___ True ___False

2. Documents uploaded before the APPLICATION INTAKE FORM is submitted 

may be deleted. ___ True ___False

3. All documentation uploaded must be scanned. ___True ___False

4. The Documents section of the APPLICATION INTAKE FORM lists the 

documentation required per the Record Type. ___True ___False

Answers on the next slide…



1. True

2. True

3. True

4. True

Time to begin 
the next 
module…
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